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= Search Facility

= Search
Property

= Add Facility @erty Owner Add)

Enter information in the following fields to add a property owner to the registry, Then, click the

Preview button.

Asterisks indicate required fields.

Property Owner or Authorized Representative I.Jane Doe <+

For Profit

Trading Status IIn Business j

wailing Address - Street |1 West Wilson Street

oo |gem

State Wisconsin

Zip ]

Phone (Jp0s 261 - JE7E

ax SCCRE P R

cell 1

o1l -]

Email |

Prresiemy

1. Enter property owner’s
legal name, including
designations such as INC or
LLC.

For individuals, use full
names (not nicknames).

Note: Do NOT use
punctuation (such as
periods, commas,
apostrophes, hyphens,
slashes) when entering data
in WALDO.
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= Add Facility

Property Owner Add

= Search Facility

= Search

Property
Owner

Enter information in the following fields to add a property owner to the registry. Then, click the

Preview button.

Asterisks indicate required fields.

For a
iscongh\
mailing
address, do
not enter the
zip code.
ALDO will
check the
address and
provide the
correct 9-
digit zip for
alid
isconsin

Property Owner or Authorized Representative |.Jane Doe

For Profit W
|In Business j

Trading Siatus

Mailing Address - Street |1 YWyest Wilson Street

IMadison *

[PO Box 1 /

Wisconsin

Zip
N - =1 7
Fax (|B0B | yj266 - o711
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Email |
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2. Complete the rest of the form.

FEIN is the Federal Employer
Identification Number. It is not a
required field, but helps identify
the correct property owner.

If the mailing address is not in
Wisconsin, send DHFS an email
to provide the correct state.

Phone, fax, cell, pager an email
information is optional, but

would be helpful if we need to
contact the property owner. A
phone number and email |
address would be the most
useful.
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= Add Facility Property Owner Preview

= search Facility Review the tollowing property owner information., If accurate, click the Save button, Or, click the

Edit button to make the additional changes.

= Search
Property |
owner Company Id 201430 ] ] )
Property Owner or Authorized Representative BERENsLE 3. Carefu”y review the information.
. 4. To correct information, click on

Forprofit 000000 M . -
adingstatus LR Edit”. You will be sent back to the
T v zonst “ Property Owner Add” screen. Make
City fADISON your changes and click on “ Preview”.
PO Box PO BOK 1 . .
Stite SR Note: If you did not enter an email
Zip 53702-0033 address, WALDO will enter your email
Phone (608)261-6876 address. Send an email to |
F \EN8IZDRO 7L plicasbestoslead @dhfs.state.wi.us to
il correct this field.
Pager
Email boushga@dhfs.state.wi.us
A
Editl Savel j
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= Add Facility Property Owner Preview

= Search Facility Review the following property owner information. If accurate, click the Save button. Or, click the
Edit button to make the additional changes.,

= Search
Property
Owner Company Id 201430
Property Owner or Authorized Represent ative BERERSRT
FEIM 39-1234567
For Profit i .
Trading Status In Business Print b_efore
Mailing Address - Street 1 W WILSON ST saving
City MADISON 5. When all information is correct,
PO Box POBOX 1 . hi th lick
Stale R E)rlnt t” IS page, en CliICK on
0z-00353 Save -
605)261-65876 . .
oo Note: You will not be able to view o
(6081266-9711 ] .
this page after you saveit. To
correct information later, email
houshga@dhfs.stat= wi.us [DliICASbestoslead @dhfs.state.wi.us.
Editl Sa\rel |
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6. After you save the property owner, you will be returned to this
screen. Click on “ Add Facility” and follow the “ Add Facility”

= Add Facility @ty DwnerB instructions.

= Search Facility Enter information in the following fields to add a property owner to the registry. Then, click the
Preview button,

= Search
Property Asterisks indicate required fields,

Owner
Property Owner or Authorized Representative |._Iane Doe *
FEIN [39-1234567

For Profit 7

Trading Status |In Business j

Mailing Address - Street |1 Wiest Wilson Street . .
: , Do NOT click on “ Preview”
again. If you were to preview
poBox | and save again, you will create
N wisconsin a duplicate of this property

R owner. If this happens, send an

([B05 4261 - |76 email to

(e e | - [or1 plicasbestoslead @dhfs.state.wi
(| ) . .us to remove the extra property-
owner.
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